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14 JAN 1969

MEMORANL UM FOR : Deputy Director for Support
SUBJECT : Critical Review of Oifice Querations

REFERENCE : DDS Memorandun:, ditd 21 November
1368, Same Subject
DDS Meeting, dated 26 November 1968,
Same Subject

i. This memorandurn is for informnation only.

2. In compliance with the above references, set forth in Tab A
are the most important, past and more recent critical review actions
completed by the Cffice of Security. These actions were takea for the
purpose of assuring maximum and effective employee utility and records
management efficiency cornmensurate with the functional requirements
and reaponsibilities of the OS Directorstes.

3. In accordance with the guidelines established by the DD/S
the following critical reviews are acheduled for 1969,

&. A critical review of 05 Administration and
Training Staff functions and reeponsibilities has recently
been requested by Chief, AKTS, with a deadline date of
COB 31 January 1969; a representative of the Executive
Staff wiil also conduct an audit of all desk functions and
responsibilities of the Special Security Center and the
Executive and Planning Division, and submit a report to
the Executive Qfficer/OS by approximately 15 February 1969.

b. Under the Deputy Director of Security for
Iavestigation and Operational Support, Special Agents in
Charge, Division and Staff Chiefs will conduct a review
of all current programs. A commitiee composed of

.
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DD/10S, ADD/IOS and SA/DD/IOS will examine
component {indings and submit a report to the OS
Executive Officer by 30 April 1969,

¢. During FY 1969 personnel of the Security
Records and Communications Division of the DD/ PS
will comprehensively review the criteria covering
additions to the OS Master Index in order to control
necessary expansion of the Index and assure quality
recording. Microfilm holdings will be inspected for
retirement or purging, and a sudy initiated to imple~
ment {ile miniaturization of inactive or retired files
to & system such as microfiche; additionally, the
Fersonnel Security Directorate plans a nummber of
surveys and studies of many of their activities, such
as improving the security briefings for Agency over-
seag travelers, '‘crank’ raail bhandling, and the role
played by the Personnel Security Division in the Agency's
Retirement Program.

4. The new QOverseas Security Support Division was established
on 14 October 1968 to render physical, personnel and technical security
support abroad in areas which were origirally supported by regional
staifs and which were eliminated by BALFA considerations. Each
Division of the hysical, Technical and QOverseas Security Directorate
hag acheduled for early calendar year 1969 introspective workshop
seminars to review priority areas in terms of maximal use of available
manpower. Production arecas are to be pushed and possible nonproductive
areas dropped. Since a "shake down' period will be required to asgure
no duplication of efforts in the administration of PTOS programs under
the recent organizational changes, it is believed that & detailed review
of its activities would be more productive and meaningful in approximately
twelve months' time,

Wrward J. Csborn
Director of Security

Att
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TAB A

In August 65 the duties and functions of the Office of Security
were completely veorganized, The thrust of this reorganization
Y88 to compartmentalize functions in order to eliminate duplica-

st uving considera-

tion ,#E‘ B ] [Were merged,

3 August 1967 a comprehensive survey of the Office of Security
was conducted, ¢overing the functions and respongibilities of alt
OS personne} to determine if avy slots could be made available

itisfy new requirementas.

were
tab ok o manpower cag;a_ble
more rapidly and effz&:ienﬂz to Sperational require-

m% t withous adversgely affecting the normal Processing of fleld
investigations.

In Maych 1968 5 total analysis of the Personnel 8ecurity Division
was made of all Divieion positions which resulted in & reviged

functional stateme t for the D
to correlate more closely with worl load r uirements; a subsc~

Ruent inspection of the Diviston by the OP Wage and Classification
Biaff validated the effort,

In August 1968 3 Cage Processing Task Force completed a compre-

hensive survey of all overt and covert cage procesaing which
demonstrated that O8 management iz utilizin & flexible method
» Wwhich results in the boat roduct at the most of-

ﬁ ; 7_:33@ of production sommensurate with the sensitivity of
the position or project under snsideration.

reflects continued substantial accomplishments and savings in the
field of paper work Zanagement. Of special note wag the ac-

‘em'i;;s ishments of the Office of Security responding to the request
of the Deputy Director for Suanams to purge office retired records

' -4
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Currently a repredentative of the Executive Staff is conducting

| F atém‘. ' i
yd If ﬂs.clesm'ul, all IRD material at the |:| 25X1A

will be transferred to Headquarfers and piaced

o & mic i
tauezgtaﬁghe file, mclfxding the present, active Headguarters
Pegei n, all of w%ﬁch will be henceforth maintained by IRD
wllfh ent, a definite time cannot be given as to wher this fort
v e fully realiged, n this effort
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SECRET ‘

6 DEC 1368

MEMORANDUM FOR:. Deputy Directors and Staff Chiefs

SUBJECT : Critical Review of Office Operations

l. At a recent meeting attended by the Deputy Director of
Security, the Deputy Director for Support received from each
representative present a short synopsis of critical reviews of
office functions already completed or in progress.

2, The DDS emphasized that all programs should be re-
viewed to determine if they are ''really necessary' or if they are
merely desirable, interesting, or performed to answer contingencies
which may arise., He added that these determinations, which would
be a part of a critical review, should be made on an organized basis.

3. By 15 January 196§, the DDS has requested a short
memorandum from each Office Head listing the current critical
reviews which have been conducted or are planned for the im=
mediate future, Following receipt of this information, there will
probably be a meeting with each Office Head to discuss the progress
and the plans extant in connection with this review program.,

4. Recently, the Executive Staff was furnished information by
the various components of critical reviews that have been completed
within the Office of Security and of the continuous reviews that are
being made by each component, I am asking each Deputy Director
and Staff Chief to furnish to the Executive Staff

969 a brief proposed plan for the review of his current programs
following the general guidelines as set forth in paragraph 2, above.

"Howard J, (JsQorn
Director of S rity

GROWP 1

S et e | Excludod {2 amematl;
E E -y Gownyraning and

tdeslnesific: Hon
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SECRET

1 May 1969

MEMORANDUM FOR THE RECORD:

SUBJECT: Critical Review of Executive Staff Operations

1. On 14 January 1969, the Director of Security advised
that a representative of the Executive Staff will conduct an audit of
all desk functions and responsibilities of the Special Security Center
and the Executive and Planning Division, and submit a report to the

- Executive Officer on or about 15 February 1969. This statement

was among several that was made to the DDS at that time.

2. On 3 March 1969, a paper was submitted to and approved
by the Director of Security transferring from EPD to DD/PTOS
the security support for the relocation of the CIA Headquarters.
In addition, security support for overseas wartime and contingency
situations were to be transferred frorn EPD and made a respongi-
bility of the Overseas Security Support Division/PTOS. A further
review by the undersigned for each desk of this Division discloses
no duplication or apparent overlapping of functions and responsi-
bilities.

3. Since the Chief and Deputy Chief, SSC, are to retire on
30 June 1969, no effort was made to survey the desks in SSC to ML
determine whether there were any duplications of efforts. This
action was based on the premise that newly appointed officials for
SSC would be in a position to restructure the Center.

4. No further action is being taken by EPD at this time.
Our activities are always under continuous review so that operations
are carried out in the most efficient manner.

25X1A |

CIIIeT
Executive and Planning Division

SECRET L
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30 APR 1363

MEMORANDUM FOR: Executive Officer

SUBJECT . Critical Review of Office Operations

1. Reference is made to the memorandum from the
Director of Security, dated 6 December 1968 and captioned
as above, and to my memorandum, dated 8 January 1969,
which submitted a plan for a critical review of current I0S
programs.

2. A detailed review of all on-going operations within
10S has been completed and all programs have been adjudged
to be basically necessary, particularly since almost all of
our activities are either in support of agency regulations or
of other agency cornponents,

3. However, a proposal is currently under considera-
tion whereby the functions of the Ope rational Support Division
and those of the Special Activities Division will be congoli-
dated and reorganized to achieve greater efficlency in the
utilization of both personnel and space available. This pro-
posed reorganization will also involve the Investigations
Division, but to a much lesser degree than the other two
Divisions.

4. 1In addition, the critical review has surfaced an

area of consideration which deals with time-honored pro-
cedures and methods of operation in the fields of statistical

analysis, case control methods, basic na heck procedures
and manual-type written instructions to | |0fiiceu.
The necessity for retaining these basic management tools in
their current form and volume is belng further analyzed with

PP
T - ean®in
o L egmalt
i
TaloL

Approved For Release 2003/01/27 : CIA-RDP83B00823R000600290007-4

25X

1A




Approved FagRelease 2003/01/27 : CIA-RDP83B00823R000600290007-4

the possibility in mind that the passage of time, changing
conditions, or availability of advanced equipment have made

some of these tools obsolete or superfiluous, at least in
their present form.

Deputy Director of Security (IOS)
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8 JAN 18by
MEMORANDUM FOR: Chief, Executive Staff
SUBJECT : Critical Review of Office Operations
REFERENCE : Memorandum from D/Sec. to Deputy

Directors and Staff Chiefs dated
6 December 1968, same subject

1. As requested by referent, the PTOS Directorate's
mechanism for the continuing review of its programs operates in
the following manner.

2. All programs are critically reviewed annually in
drawing up the Fiscal Year Program Call for the Directorate in
terms of their necessity. Many of these programs are based on
requirements levied for physical and technical security support
to overseas Stations and Bases by the DD/P. Each of the PTOS
Divisions has scheduled for early Calendar 1969 intro-spective
workshop seminars to review priority areas in terms of maximal
use of available manpower resources. Productive areas are to
be pushed, non-productive areas dropped, and areas in which a
slight increase in effectiveness will produce results identified.
Weekly, the DD/PTOS meets with each Division to discuss their
operations. Once a week the Division Chiefs will meet with the
DD/PTOS to review plans and programs in terms of an integrated
Directorate effort.

25X1A

@Oeputy Director of Security (PTOS)
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SUBJECT : Critical Review of Office Cperations
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30 APR 1969

MEMORANDUM FOR: Executive Officer

SUBJECT : Critical Review of Office Operations

1. Reference is made to the memorandum from the
Director of Security, dated 6 Decernber 1968 and captioned
as above, and to my memorandum, dated 8 January 1969,
which submitted a plan for a critical review of current IOS
programs.

2. A detailed review of all on-going operations within
IOS has been completed and all programs have been adjudged
to be basically necessary, particularly since almost all of
our activities are either in support of agency regulations or
of other agency components.

3. However, a proposal is currently under considera-
tion whereby the functions of the Operational Support Division
and those of the Special Activities Division will be consoli-
dated and reorganized to achieve greater efficiency in the
utilization of both personnel and space available. This pro-
posed reorganization will also involve the Investigations
Division, but to a much lesser degree than the other two
Divisions.

4. In addition, the critical review has surfaced an
area of consideration which deals with time-honored pro-
cedures and methods of operation in the fields of statistical
analysis, case control methods, basic name check procedures
and manual-type written instructions to | foffices.
The necessity for retaining these basic management tools in
their current form and volume is being further analyzed with
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the possibility in mind that the passage of time, changing
conditions, or avai]hbility of advanced equipment have made

some of these tools obsolete or superfluous, at least in
their present form.

Deputy Director of Security (1US3]
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8 January 1969

MEMORANDUM FOR: Chief, Executive Staff
SUBJECT : Critical Review of Office Operations

REFERENCE ¢ Memo dtd 6 December 1968 from
Director of Security, Same Subject

1. Attached are comments from Chief, Personnel

Security Division, Chief, 25X1A
and Chief, Security Recorwmﬂmm]ﬁﬁ?wl

concerning the above Subject,

2. It should be noted that a continuous review is
in existence in each Division in order that the operations
and duties can be effectively performed at all times,

25X1A

Deputy Director of Security
for Personnel Security

3 Atts

s s s T R
dgatt 1
Excluded irom aztomatic
norecing and
an

SECRET | e
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6 January 1969

MEMORANDUM FOR: Executive Officer

THROUGH : Deputy Director of Security (PS)

SUBJECT ¢ Critical Review of Personnel Security Division
Operations

REFERENCE : Memorandum for Deputy Directors and

Staff Chiefs, Subject: '"'Critical Review
of Office Operations”, dated 6 Dec. 1968

Critical Reviews Conducted by the Personnel Security Division in
1968 and The Results

1. Effected a total analysis of the Personnel Security Divi-
sion including a detailed study of all Division positions and a re-
write of all job descriptions, Subsequently, a validation of the
entire effort was obtained via an exhaustive inspection of the Division
by the Office of Personnells Wage and Classification Staff, Practical
results of the foregoing included: a revised functional statement for
the Division; several position upgradings; a realignment of positions
within Division components to correlate more closely with workload
requirements,

2, Participated in a study conducted by the Office of Security
Case Processing Committee which examined all phases of investi-
gative case handling and resulted in: (a) striking sharper distinctions
between the roles of I0S, PSD, and SR&CD; (b) placing in operation
a new Investigative Transmittal Form which combines the IOS Letter
of Assignment and the PSD Investigative Transmittal,

3. Studied all aspects of perscnnel security programming for
contract personnel, i.e, contract employees and independent contractors,
and produced: (a) drafts of new regulations and handbooks on the
subject; (b) a simplified terminology for the personnel categories
involved and the security approvals apolicable; (c) significant policy
agreements with the Clandestine Services guaranteeing that staff-like
access for contract personnel will only go to those meeting staff-like
security criteria; (d) a redistributiPn of work assignments within the

. '.m fdual 1
[SECRET Exohiged i antomatic
| BSRR uinz and

foot e

ina
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Office of Security whereby Type B (External) Contract Employee
cases emanating from the Clandestine Services will be handled by
IOS and all contract cases involving staff-like access will be
handled by PSD.

4, Introduced, following an inter-office study, personnel
security reforms affecting OTR Language Instructors including:
(a) the acquisition of full and updated personal history data on such
personnel; (b) the scheduling of Supplemental Investigations and
Polygraph Interviews in certain cases.

5. Analyzed, from a personnel security standpoint, all
categories of support personnel (guards, char force and maintenance
types) requiring access to official Agency installations and introduced
reforms including higher standards and more investigative activity in
certain cases together with the development of a new form (Form 1874)
which is usuable for all requests and all responses in such cases,

6. Reviewed, in coordination with the Offices of Logistics,
Special Activities and Special Projects, the personnel security aspects
of the Agency's industrial security program and introduced: (a) a
uniform nomenclature for the cases; (b) higher standards and more
investigative activity in certain cases; (c) policy and procedural
changes relating to the use of polygraph in these cases,

7. Engaged in a systems study, with the help of the Domestic
Contact Service, of the processing procedures involved in DCS contact
cases, As a result, requests for Security Approvals for Contact now
are prepared directly] (eliminating a relay of
memoranda) and one new multi-copy form will serve as a request for
the approval, a worksheet for PSD, a response vehicle to the requestor
(DCS) and a means for documenting the various offices? files involved,

8, Worked with the Office of Personnel and the Clandestine
Services on a new approach to handling alien marriage (by staff
personnel) cases., Drafts were prepared of new regulatory issuances
on the subject and procedures introduced to shorten processing time
and get quicker overseas reactions on such cases,

9. Following a joint CIA/DIA study, developed a modified
approach to the processing of DIA XX4 clearance cases involving
personnel to be assigned to NPIC.

SECRET

-2
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10. Following an internal study of case flow phenomena,
introduced a procedure which combines certain transfer action
cases and certain special clearance cases into a single adjudication
operation,

ll. Reviewed the processing of special clearance cases and
introduced appropriate changes to comply with the requirements of

12, Prepared explicit guidelines for the research and
presentation of Chief of Station briefings by the Personnel Security
Division,

13. Following a study of the Agency's reinvestigation
program, broadened the scope of the effort by electing to include
Type A (Internal) Contract Employees and GSA personnel in the
regular five-year cycle,

25X1A

14, Conducted personnel security surveys at |

:lOTR facilities and one overseas station, The surveys were
aimed at inventorying the various types of personnel at each facility

and relating each category to clearances held and access to classified
information enjoyed.

15, After an analysis of PSD's program dealing with Security
Approvals for Liaison, prepared and is sued[ |related to 25X1A
inter-Agency liaison activities,

16. After studying a cross section of outside activity requests,
revised Form 879, Outside Activity Approval Request, which provides
for a more detailed description by the employee of the outside activity
involved and requires more specific reactions to the proposal by the
employee's senior supervisors and Security Officer. The new form
reflects a new policy which requires greater participation by manage-
ment in predicting the full impact on the Agency of a planned outside
activity.

25X1

SECRET
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18. After a study of customer needs and expectations,
devised new and simplified statistical techniques to report on
PSD activities.,

Critical Reviews by PSD Currently in Progress or Planned for the
Future

1. In progress - a survey related to the security briefings
given by PSD to Agency overseas travelers. The purpose is to
improve the quality of such briefings and to animate them through
the use of 35 mm slides and audio tapes,

2, Planned - a survey of all security briefings given by
PSD with the objective the same as that expressed immediately above.

3. In progress - a survey of '"crank'' mail handling procedures
throughout the Federal Government. ‘The purpose is to expand PSD's
liaison base with other U, S, Government "crank" offices and to profit
by exchange of information,

4., Planned - a study of the utility of certain record check
procedures, e.g. 25X1A

25X1A

6. Planned - a study of the role played by PSD in cases of em-
ployees electing health benefits coverage other than GEHA. It may be
possible for the Central Cover Staff to deal directly with the Benefits
and Services Division, Oiffice of Personnel, on these cases and for PSD
to discontinue its involvement.

7. Planned - a studyof the role played by PSD in the Agency'ls
Retirement Program, Depending on the circumstances, PSD currently
is involved in as many as six separate actions in connection with
retiring employees: (a) preparation of an unclassified employment
resure; (b) presentation of Agency retirement medallion; (c) presen-
tation of congratulatory letter signed by the DCI; (d) presentation of
Length of Federal Service Emblem; (e) Consideration of an Agency
Honor and Merit Award; (f) Exit Debriefing, Item (a) occurs in most

SECRET
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cases, Items (b) and (c) occur in all cases, Item (d) is a recent
innovation that will be occurring in all cases, Item (e) occurs in

& surprisingly large number of retiree cases, Item (f) occurs in
all cases at Headquarters., The net result of all this is to involve
PSD in numerous separate actions (pulling files, etc.), It may be
possible, after an appropriate staff study, for PSD to deal with re-
tirees in a more meaningful and integrated fashion, Perhaps PSD
should establish an earlier relationship with the retiree and begin
a counseling relationship with him at the same time the Office of
Personnel begins its serious guidance work with the subject.

8. Planned - a study of the operations performed by PSD on
the behalf of the Honor and Merit Awards Board, It may be possible
to reduce the total volume of paper work involved without reducing
the quality of the security guidance,

-~

Chief, Personnel Secufrity Division

CONCUR:

(Date)

Deputy Director of Security
for Personnel Security

-5-

SECRET
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26 DEC 1968

MEMORANDUM FOR: Executive Officer, Office of Security
SUBJECT : Critical Review of Office Operations

REFERENCE : Memo dtd 6 Dec 68 from Director of
Security, Same Subject

1. A critical review of the operations of the Security
Records and Communications Division has continued since the
OS Master Index was automated. We have undergone many changes
altering our method of operation and improving our efficiency.
Responsibilities have been realigned and at the same time,
additional functions have been absorbed.

2. We in the Security Records and Communications
Division plan to continue to closely review the SANCA (Security
Automated Name Check Activity) system for possible modifications
and to insure the system is being used to full potential. The
collection of SPECLE (Special Clearance) records will receive
close scrutiny in view of the rapid growth in these records.
Our plans include installation of IBM 2260 display units in
other Security components in order to extend to such offices
the full potential of the SPECLE system as a means of sup-
porting their separate missions.

3. We plan to thoroughly review the criteria covering
additions to the 0OS Master Index to control the expansion of
the index and to assure that all additions are of value to
the Office of Security and the Agency. This will include a
"clean-up" of the Index to consolidate and/or delete certain
records. We plan to inspect our limited microfilm holdings
for possible retirement or purging. We also plan to study
the means of file miniaturization of our inactive, or retired
files, to reduce these hard copy file holdings to a system
such as microfiche.

25X1A

ChieT, Securi ty Records and
Communications Division

Exeludod from aufamatlc
fsunzrading any
.t....l;n.-cr,’.\l;,.!
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26 December 1968

MEMORANDUM FOR: Executive Officer, Office of Security

SUBJECT Critical Review of Office Operations

Memo dtd 6 Dec 68 from Director of
Security, Same Subject

REFERENCE

1. A critical review of the operations of the Security
Records and Communications Division has continued since the
OS Master Index was automated. We have undergone many changes
altering our method of operation and improving our efficiency.
Responsibilities have been realigned and at the same time,
additional functions have been absorbed.

2. We in the Security Records and Communications
Division plan to continue to closely review the SANCA (Security
Automated Name Check Activity) system for possible modifications
and to insure the system is being used to full potential. The
collection of SPECLE (Special Clearance) records will receive
close scrutiny in view of the rapid growth in these records.
Our plans include installation of IBM 2260 display units in
other Security components in order to extend to such offices
the full potential of the SPECLE system as a means of sup-
porting their separate missions.

3. We plan to thoroughly review the criteria covering
additions to the 0OS Master Index to control the expansion of
the index and to assure that all additions are of value to
the Office of Security and the Agency. This will include a
"clean-up" of the Index to consolidate and/or delete certain
records. We plan to inspect our limited microfilm holdings
for possible retirement or purging. We also plan to study
the means of file miniaturization of our inactive, or retired
files, to reduce these hard copy file holdings to a system
such as microfiche.

CmreT, Security Records and
Communications Division

5
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UNITED STATES GOVERNMENT

Memomna’um

To * Deputy Director of Security (PS) DATE: 11 December 1968
FROM : Chief, Interrogation Research Division

SUBJECT: Critical Review of Office Operations

l. This is the IRD response to the 6 December 1968
memorandum from the Director of Security,

2, In the context of that memorandum, the programs or
functions of IRD can be thought of as including the following:

a. The conducting of polygraph examinations
of cases for which the Director of
Security is responsible;

25X1

on aph could possibly be included but are not for
the reason that they do not involve anywhere near the time and
dollars of those which are listed.

3 Training of new examiners, cooperating in the training
of[;;;:;;;;;;ffpersonnel, and lecturing or briefing of others

4. Neither of the first two listed are subject to change
merely within the confines of IRD. Both programs are responses
to requirements set on us either by components of Security or
by components of the Clandestine Services. The size of both

categories are no longer to be polygraphed. These, however,
would require an overall review of personnel security or
operational security programs as we now know them. We are
always on the lookout for cases which by their own nature

SECRET
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5. The research program is under constant scrutiny from
several levels and angles in view of the fact that it is an
ORD effort and most of the money comes from them. The status
of the polygraph is such as to make its research program vital
and not just desirable or interesting.

6. IRD has no program which would fit the DD/S "contin-
gency" classification,

7. In terms of your obligation to the D/Sec, the attention
being given to external documents such as the CSC letter assures
a continuing close review of our functions or programs.
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8 January 1969

MEMORANDUM FOR: Executive Qfficer

SUBJECT : Critical Review of Office Operations

1. Reference is made to the Director of Security memo-
randum dated 6 December 1968 requesting a brief proposed
plan for the review of current I0S programs.

2. In accordance with reference, I propose to take the
following action:

a. Special Agents in Charge and Division and
Staff Chiefs will conduct a critical review
of all on-going programs following the
guidelines established by DDS. Individual
reports with recommendations will be
submitted to the undersigned.

b. A committee composed of DD/IOS, ADD/IOS,
SA-DD/IOS, and a senior field office repre-
sentative will review component findings and
will submit a report to the Executive Officer
on actions taken and/or proposed by close of
business 30 April 1969,

Depury Difector of Security (I0S)

&

SECRET L%!
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MEMORANDUM FOR: Chief, Pirsonnel Branch
Chief, Budget! & Fiscal Branch
Chlef, Logistics Branch
Chief, Training Branch

SUBJECT : Critiesl Review of ALTS Fuactione

1. In compllance with instructions from the Deputy Director
for Bupport and the Director of Security, it is roguested that you
conduct a critical job by job functional review of the activities of youy
Branch considering the following: '

A, Functional responsibilities--are they clearly
dafined, are there conflicts with other components, are
the employees (ully aware of thelr responsibilities, and
should these be reallocated or consolidated within the
compogent or with another coraponent ?

b. Are the procedures, practices, records, and
forms utilized necessary and responsive to the functiona)
requirements ? iz thers unnecessary duplication or
wanecesanry recording of existent information? Are the
reporting requirements justified on 2 present-day basis
or are they a carry-over from the traditional past?

& The suggestions and opinions of the employees
of the component should be selicited 28 to better and more
sificient waye of doing the job.

2. It is requested that a written report reflecting the results of
your review, including stepe taken in the conduct of zame, be furnighed
the Chlef, Administration nnd Training Staff by close of business

31 Jasuary 1969. '
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3. The Deputy Chief,
this matier and to keeop me ad
relative to this review,

A%TS bas been requested to coordinate
vised of the progress being made

Chief, ration and Training Staff

ec: Chlef, Executive Stagf . -
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3 January 1968

MEMORANDUM TO: Executive Officer, Office of Security
FROM ¢ Chief, Security Research Staff, Office of Security

SUBJECT ¢ Memorandum 6 December 1968, Critical Review of
Office Operations

1. Various brograms carried on by this office have been reviewed
and are all considered essential to the counter-intelligence activity of
this gtarff.

2. Tt might be bointed out that one brogram, publication of the
SRS Digest, had to be discontinued during the past year due to a lack
of personnel although 1t was a widely sought and much commended issuance.

3. A number of requirements submitted to this staff originate
with the Director, Executive Director/Comptroller, Deputy Director for
Support, etc. and there is no way the undersigned can anticipate the
frequency or volume of such requirements as they are occasioned by
individuals, Organizations and events external to the Agency and beyond
its control.

Chie€r;—SeTturity Research Staff

GRiUP 1
Excluded fryp auomati,

fowngrading ang
S EC R declassficatioy
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8 January 1969

MEMORANDUM FOR: Chief, Executive Staff

SUBJECT : Critical Review of Office Operations

1. Reference is made to the Director of Security's memo-
randum dated 6 December 1968 requesting a brief proposed plan
for the review of current programs in accordance with guidelines
set forth by the DDS,

Special Security Center and this Division and submit a reply to
you on or about 15 February 1969, Such a review will be in the
nature of a desk audit conducted by one to two members of the

Staff following the DDS guidelines,
A

Chief
Executive and Planning Division

Approved For Release 2003/01/27 : CIA-RDP83B00823R000600290007-4
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26 November 1968

MEMORANDUM FOR THE RECORD

SUBJECT: Critical Review of Office Operations

1. Today, Mr, Bannerman extended his weekly staff meeting
into an executive session in order to discuss his memorandum,
dated 21 November 1968, subject as above.

2. Mr. Bannerman asked each representative to give a short
synopsis of any critical reviews of office functions which have
already been completed or which are in progress. As a broad
overview, it is obvious that the functions of each office have been
examined repeatedly and that reviews of functions are presently
in progress on a broad scale,

3. He elaborated that all programs should be reviewed to
determine if they are ""really necessary' or if they are merely
desirable, interesting, or performed to answer contingencies which
may arise. He added that these determinations, which would be a
part of a critical review, should be made on an organized basis,

4. The DDS concluded that by 15 January 1969 he would like
a short memorandum from each Office Head listing the current
critical reviews which have been conducted or are planned for the
immediate future, He added that following the receipt of these
memoranda he will probably meet with each Office Head to discuss
the progress and the plans extant in connection with this review
program.,

DTPUTYy DITector ol Security

Attachments

SECRET s
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BRIEFING NOTES FOR DDS EXECUTIVE SESSION DISCUSSIONS
26 NOVEMBER 1968

(CRITICAL REVIEW OF OFFICE OPERATIONS)

I. Critical Examinations Already Made

A. August 1965

Duties and functions of the Office of Security were
completely reorganized. Three Deputy Directorates
were established as were three Staffs. The thrust of
this reorganization was to compartmentalize functions
in order to eliminate duplication of efforts.

B. March 1966
Detailed hearings were held to justify all positions
and funds requested on the basis of workload and other
measurable criteria.

C. June 1967

25X1A

D. June 1967
The Classification and Wage Division, Office of Personnel,
reviewed positions in the Personnel Security Division.

Changes in organizational structure were effected.

SEGRET
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E. June 1967
The Inspector General surveyed the Office of Security,
F. July 1967
The Liaison Office at the National Personnel Records
Center, St. Louis, Missouri, was established.

G. July and August 1967

A complete survey of the Office of Security was conducted
to determine if any slots could be made available to meet
new requirements. This survey went down to the Branch
level throughout the office. It covered the functions and
responsibilities of all personnel.

H. August 1967

Classification and Wage Division, Office of Personnel,

did a complete review of the Security Records and
Communications Division, Reorganization and classification
of positions resulted.

I. January 1968

25X1A

J. April 1968

25X1A

Q?ﬁﬁET
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K. May 1968

Technical Division was reorganized along functional lines

to streamline procedures and avoid duplication of efforts,

L. July 1968

| 25X1A
M. August 1968

The Overseas Security Support Division was established

“to render 25X1

support abroad.

N. August 1968

A case processing survey was made to determine if
efficiency could be improved and to spot any overlapping
of functions.

O. October 1968

Physical Security Division is being reoriented so as to

1limit its functions | |.

25X1A
P. November 1968

25X1A

II. Critical Reviews Currently Necessary in the Office of Security
A. The Overseas Security Support Division will be under

continuing critical review during an extended ""shakedown!

period. gE%ET
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B. SR&CD will be under continuing review because of

changes and functions resulting from automatic data

processing,

C. Long-range planning committee,

i

CrGRET
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25 November 1968

MEMORANDUM FOR: Director of Security

SUBJECT : Critical Review of Office Operations

I. The Deputy Directors and Staff Chiefs were requested
to furnish their reactions to a proposal by the Deputy Director for
Support for a critical review of Office operations,

2., Attached are the comments of the various components
of the Office of Security, As you will note, each component is
continuously reviewing its daily operations and has done so over

3. The Chief, A&TS, has previded a list of critical
management reviews conducted by the Office since 1965, Other
components have cited similar reviews,

4. If a critical review is made of the Office, a task force
would be the most logical method to accomplish this goal,

25X1A

7 Chief
Executive Staff

Attachment

GAOLP 1

Excluded from autematic
SEGH downsrading and

declassifisatlon
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August 1965

After a review of duties and functions the Office of Security
Was reorganized into three (3) Deputy Directorates and three (3) Staffs
in an effort to streamline procedures and eliminate duplication and/or
overlapping of efforts in the various security fields,

March 1966

June 1967

June 1967
70

The Classification and Wage Division, Office of Personnel, reviewed
the positions and responsibilities of the Personnel Security Division and

the review resulted in changes in organizational structure and positions.

August 1967

many positions,

Maz 1968

The Technical Division was reorganized along functional lines
to streamline Procedures,

007-4
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January 1968

25X1A

July 1968

25X1A

October 1968

The new Overseas Security Support Division was established 25X 1
to render Support abroad
in areas wrmcmwere originally supported principally by regional staffs
which were eliminated by the BALPA exercise,
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SSC-0423-68
25 NOV 1966

MEMORANDUM FOR: Chief, Executive Staff

SUBJECT : Critical Review of Office Operations

Because the SSC is primarily a policy and guidance
office to be responsive to the needs of the intelligence
community in the compartmented information field, it is
continually reviewing procedures, practices, records and
forms utilized by not only the intelligence community but also
inevitably because of the nature of the review an introspective
review of itself,

25X1A

Chier, sSpecial security Center

Approved For Release 2003/01/27 : CIA-RDP83B00823R000600290007-4
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25 November 1968

MEMORANDUM FOR: Chief, Executive Staff

SUBJECT : Critical Review of Office Operations

1. The functions and responsibilities of the Executive and
Planning Division are well defined and are not duplicated by other
components of the Office of Security. The Division is composed of
specialists in certain areas--the Security Committee, NDPC, War
and Contingency Planning, ADP, Records Management, Reports
and Studies, and Regulations. With a small staff, we are constantly
seeking new methods and short cuts in our work,

2, For background information, we conducted a survey of
the Office of Security in July and August 1967 to determine whether
or not there were any available slots which could be used to meet
new requirements being levied on the Office. This survey required
personal interviews with all OS officials down to the Branch level,
and covered the functions and responsibilities of all concerned,
Recently, under the Chairmanship of | | a Case Processing
Report was completed in August 1968 which covered the pProcessing
of overt and covert cases in detail in PS and I0S with the idea of

Improving efficiency and thereby realize savings in manpower,

25X1A

3. With several areas undergoing shakedowns in OS, I
feel that it is not feasible to conduct g survey of the Office at this
time, However, since DD/S is requesting that a critical review
be made, the most logical method is the appointment of a task force
to accomplish this,

25X1A

Chief
Executive and Planning Division

GROUP
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MEMORANDUM FOR: Executive Officer

SUBJECT : Critical Review of Office Operations

REFERENCE : DD/S 68-5721 dated 21 November 1968,
Subject: Critical Review of Office
Operations

1. The reduction of positions overseas necessitated the
establishment of the Overseas Security Support Division. The
Division was activated on 14 October 1968, and assigned the
responsibility of providing effective and efficient physical,
| | support to overseas

installations of the Agency.

2. The Physical Security Division is currently being

realigned| | since its
overseas activities have been transferred to the new OSSD.

4. As a result of the above changes, a shake-down period
will be required to assure no duplication of efforts in the adminis-
tration of the programs involved. A constant review is in progress
to assure this goal. In view of the recent organizational changes
in PTOS, it is felt a detailed review of its activities would be more
beneficial if it were conducted after the changes have been in effect
for approximately 12 months.

5. If it is determined that a detailed review be conducted in
the Office of Security as a whole, it is suggested that a task force
under the Executive Staff be formed to conduct such a review.

wt)lrector of Security (PTOS)

el

- rpe e
1
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22 November 1968

MEMORANDUM FOR:' Chief, Executive Staff

SUBJECT ¢ Critical Review of Office Operations

l. In accordance with the Deputy Director for Support's
memorandum of 21 November 1968, the following is furnished
for your information,

2, During calendar year 1968, the Chief, Personnel Secu-
rity Division of this Directorate has continued a critical review
of his Division, realigning responsibilities, procedures, and
forms wherever possible, New job descriptions have also been
written when appropriate, with suggestions and opinions of
employees being considered at all times, During the Chief,
Personnel Security Division's recent briefing of the Deputy
Director for Support, this critical review was covered in depth,

3. Further, due to automation of the Security Records &
Communications Division, a continuous critical review of this
Division has been nhecessary, New job descriptions have been
written when necessary and functions and procedures have been
adjusted as appropriate. Every effort is and has been made to
streamline SR&CD functions as much as possible, The Chief,
Security Records & Communications Division, during his recent
verbal briefing of the Deputy Director for Support, covered in depth
automation processes and what has been done to realign
functional and procedural responsibilities in SR&CD,

25X1A

Deputy Director for Security
for Personnel Security

SECRET
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MEMORANDUM FOR: mmy Chief, Executive & Planning Division

SUBIECTY 2 108 - Administrative
’ {Functional Statements)

1. Reference is made to the memorandum of 2 June 1967,
Tequesting a review and updating, as appropriate, of the functional
Blatements of the various 105 cammponents,

2. You will, of course, delete the wilte-up on Security Records
Division {now &R &CD) from the 108 erganizational elements and add
the functions of the Allen Affairs Staff,

o 3. The write-up on the Allen Affairs Staff, as set forth in the , ,
o Septernber 1963 statements of functions, stil] applies and ah 2 4
vy 2 v , ) X 25)\1
maln unchanged, CGhanges in the statements on the

Uperational Support Division, and Investigations D L0 AYS neces-
Sary, and it {8 requested that you substitute the sttusbed staternants
for thoge presently included, is also to be 25X1A
deleted fyorn the et of U the organizational chapt.

25X1

4. Algo attached is a functional stalement covering the new
L Special Activities Division which should now be included under the
L statements involving the 108 Directorate,

25X1A

“ial Asst. to DDS (108)

R Atmahms&m |

251 [ | st
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INVESTIGATIONS DIVISION

The Investigations Division dirscts feld investigations for the deterw
mination of security acceptabliity of persconnsl to be emploved by oy
x  »ssociated with the Agency; evaluates available information and eithey
- Approves oy recommends disapproval with respect to the security
acceptability of various categories of covert pergonnsl. The
Investigations Division schedules fiald investigations, including
checks of other government agencies, on all types of personnel of
o intexrest to the Ageney, Including those of intersat to propeistary
e ovganisstions and development projects; monitors the progress of
0 these investigations and gives necesgary guldsnce to the fleld:
o evaluates iovestigative results and othew pertinent information ra-
© garding pereons of covert interest and either approves or recormmends
. disapproval of their use, conducts continual research of organizations
S and personalities of security significance; glves gecurity ndvice and
o guidance to other components of the Agency with respect to the utilie
ol matlon and suitability of individusls in various covert poaitions and
L covert projecta. '

BPLCIAL ACTIVITIES DIVISION

’E‘hs@ E}:&ﬁm&ui‘,&ﬁtivi&im Division has been assigned the responsibility
Z,m manage, adominister, promote, and contyol n sensitive Office of
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25 M0V 1958

MEMORANDUM FOR: Chief, Executive Staff

SUBJECT : Critical Review of Office Operations

l. Reference is made to the memorandum dated
22 November 1968, captioned as above.

2. The functions and responsibilities of I0S components
as reviewed in the attached memorandum dated 9 June 1967
are clearly defined. There appear to be no conflicts or
overlapping with other components and all I0S employees are
fully aware of their individual responsibilities.

3. During the past year, as well as in previous years,
105 has conducted functional reviews in the interest of economy
and sound management. As a result of these reviews, the
following major changes have taken place:

25X1A

b. On 1l July 1967, a Liaison Office was estab-
lished at the National Personnel Records Center,
St. Louis, Miasouri. This office was specifically
established to process a constantly increasing
volume of military service and civilian Federal
employment record checks. Procesaing time for
individual checks was reduced by three to four days.

25X1A
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both operational and administrative considerations
and has made available a reservoir of manpower
capable of responding more rapidly and effectively
to operational requirements without adverse effects
on the normal processing of field investigations.

d. During April 1968, Covert Branches 1 & 2
of the Investigations Division were conasolidated due
to drastic curtailment of CA Staff proprietary activi-
ties and the consequential sharp dropoff in covert
clearance requests. This consolidation enabled
reassignment of some professional and clerical
personnel to other components within 108 where
their services were required.

25X1A

4. As you are aware, the Office of Security has been in-
volved in several critical reviews of office operations. Some
recent reviews are as followa:

a. OS survey conducted by Executive Staff
25X1A | D in 1965,

b. The cost reduction and management improve-
ment program has been a continuing one since
14 June 1965.

c. The Inspector General's survey of the Office
of Security, June 1967,

d. OS survey conducted by the Executive Staff
in July and August 1967 to resolve a slotting
problem.
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6. The undersigned is of th
should continye to closel

to avoid duplication and

e opinion that each Directorate
¥ monitor and review itg operations
improve overall efficiency,

25X1A

T T -POy DITECIOT of Security (I0S)
Attachment
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25 Novembeyr 1968

MEMORANDUM FOR: Chief, Executive Staff

SUBJECT : Critical Review of Office Operations

1. The functions and responsibilities of the Executive and
Planning Division are well defined and are not duplicated by other
components of the Office of Security. The Division is composed of
specialiste in certain areas--the Security Committee, NDPC, War
and Contingency Plamning, ADP, Records Management, Reports
and Studies, and Regulations. With a small staff, we are constantly
seeking new methods and short cuts in our work.

2, For background information, we conducted a survey of
the Office of Security in July and August 1967 to determine whether
or not there were any available slots which could be used to meet
new requirements belng levied on the Office. This survey required
personal interviews with all OS officiale down to the Branch level,
and covered the functions and responsibilities of all concerned.
Recently, under the Chairmanship | a Case Processing 25X1A
Report was completed in August 1968 which covered the processing
of overt and covert cases in detail in P'S and 10S with the idea of
improving efficiency and thereby realize savings in manpower.

3. With several areas undergoing shakedowns in OS, I
feel that it is not feasible to conduct a survey of the Office at this
time. However, since DD/S is requesting that a critical review
be made, the most logical method is the appointment of a task force
to accomplish this.

25X1A

Chief
Executive and Planning Division

HROUP 1
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August 1965

After a review of duties and functions the Office of Security
was reorganized into three (3) Deputy Directorates and three {3) Staffs
in an effort to streamiine procedures and eliminate duplication and/or
overlapping of efforts in the various security fields.

March 1966

In connection with the preparation of the Budget for 1967 the
Deputy Director of Security held detailed hearings wherein supervisors
down to the division level were required to fully justify all positions
and funds requested on the basis of workload and other measureable
¢riteria. This same type of review was again made by the Director of
Security in early 1967.

June 1967

25X1A

June 1967

The Classification and Wage Division, Office of Personnel, reviewed
the positions and responsibilities of the Fersonnel Security Division and
the review resulted in changes in organizational structure and positions.

August 1967

Clagsification and Wage Division, Office of Personnel, made a
complete study of our Security Records and Communications Division
which resulted in a divisional reorganization and reclassification of
many positions,

May 1968

The Technical Division was reorganized along functional lines
to streamline procedures.

g
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January 1968

25X1A

July 1968
o5X1A T
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The new Overge
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to render Phy a8 Security Support Divisio ,
in areas wmf{f i:::‘:.; Personnel ang Technical Securr;:‘;asa establiahed
originally supporteq ncipally by 1:?;?‘;:1},!0&&
onal staffs
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© 21 Nov 5

- MEMORANDUM. FOR: Director of Communications

SR ' Director of Finance
Director of Logistics
Director of Medical Services
Director of Personnel
Director of Security
Director of Training
Chief, Support Bervices Staff

I3

SUBJECT ¢ Critical Review of Office Operations

‘ : 1. Inlight of personnel ceiling and budgetary Testrictions which exist
PR at the present time and will most likely continue wel] into the future, I have
- been concerned whether the DD /S Offices have been, reviewing their com -
bonent activities in a critical sense as to their functional Recessity, whether
they can be functionally combined with other on-going activities » and whether
they can be accomplished more efficiently in some other manner, Through -
several means each Office Head does direct and monitor his component
‘ , functions which in turn sexve as a general review of the component functions
X © - and activities, I do not believe, however, that the Ingredients of a critical
L review are conducted op a systematic and organized basis, In certain in-
stances I have seen the results of a critical Job-by-job functional review of
@ component and have been impressed with the time and manpower savings
 that have resulted, Equally important, there was developed a much clearer
COL L defindtion of that component's responsibilities, The result was a much :
e I cleaner Operation and a definite Imiprovenaent in employee efficiency and
v morale as conflicting responsibilities were eliminated,

2. Irequest that each Office conduct g critical review of its component
divisions and branches considering the following:

SE L _ 4. Functional Tesponsibilities~~are they clearly defined, are
e there conflicts with other components, are the employees fully aware
B of their responsibilities, and should these be reallocated or consoli-
. dated within the component oy with another component?

b, Are the brocedures, practices, records, and forms utilized
RO " hecessary and responsive to the functional requirements? Is there
IR umnecessary duplication ox nnecessary recording of existent informa-
e ~tion? Are the reporting requirements justified on a present-day basis
- or are they a carry-over from the tradlitional past?
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¢. The suggestions an.d‘opjm.ons of the employees of the component ;' :
should be solicited as to better and more efficient ways of doing the job,

3. Iexpect that each Office will have a somewhat different form of con- -
ducting this critical review of its operations, I woéuld like to discuss this in :
executive session at the 26 Novemhber 1968 DD/S Staff Meeting and have each e
Office Head report his reaction to this proposal, Iam quite aware that this -

- will involve a manpower requirement which must necessarily be adjusted to
- meet the on-going programs, SR -

.

) . N o v&v L. Banndgmah

o Deputy Director
e ‘ ' for Support

: ' O Ty e
! jru o fow
S ' bLUﬂLﬁ
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